
TechAtlas—Adding New Computers to Inventory and Opening the 
Inventory in Excel 
 

Log into TechAtlas 

 

Click on the “Inventory” tab. 

 

Select “Computers and 

Software” 

 

For small libraries, when we 

initially entered computers into 

inventory, most used the 

Manual method.  For many, the 

“Local Inventory Tool” is very 

easy and will be used here. 

 
 

 

A USB “Thumb” drive is 

needed.  Insert it into a USB 

port into an existing computer 

that is connected to a network.  

This does not have to be one of 

the new computers so this can 

be done in advance of 

receiving or setting up the new 

computers. 

 

Select “Local Inventory Tool” 

  

 

Click on the “Local Tool” 

button 

 

 

 



 

The message shown here will 

pop up.  Choose to “Save” the 

file. 

 

This is a vbs (Visual Basic 

script) file, but the user does 

not have to know anything 

about Visual Basic to use this 

script! 

 
Click on “My Computer” in 

the Save in drop down list. 

 

Then find the USB drive on the 

list that comes up.  (See the 

next instruction for a view of 

what is similar to what comes 

up). 

 
The USB drive will be a 

“Removable Disk (?:)”  The 

letter of the drive will vary. 

 

When you have selected the 

USB drive, click on the “Save” 

button. 

 

(If the file was already saved 

on the USB drive, you will 

receive a request to “Save 

over” the file.  If you do, click 

“Yes” to be sure it is the most 

recent file. 
 

When the file has finished saving—takes only a few seconds, remove the USB drive from 

the computer.  You may now use the USB drive file “TS_Inventory_local_YOUR 

LIBRARY NAME.vbs” file on the new computers, one at a time.  The file can be run in 

one location or carried to the final home of the computers.  Advantage to running them 

all at one location is that the computers can be added to inventory before delivering them 

to their final location.  If all computers are inventoried at the “main library” there is one 

last step, assigning the computers to the right branch. 



*Open each computer box and 

set it up on the network.  Turn 

it on so that it is booted up. 

 

Insert the USB thumb drive in 

a USB port. 

 

Select “My Computer” 

 

Select the drive with the USB 

drive in it. 

 

Find the .vbs file and open it. 

 

When it has finished, read the 

message and click OK 

 

Behind the message, you will 

see the inventory for the 

computer.  If the Computer 

Name is incorrect or will be 

changed when it goes to its 

permanent location, you can 

edit it here.   

 

Click the “Upload” button to 

send the inventory to 

TechAtlas. 

 
 

 

 

 

 

 

You will receive a “Thank 

you” message. 

 

Click the “Continue>” button 

 

 



If you have more computer you 

will need to inventory, click 

“Yes”  

 

Click the “Continue>” button 

 

 
 

Click “Continue>” to Logout 

 

Repeat from the * until you 

reach the last new computer. 

 

When you reach the last 

computer, you will select “Use 

Manual Tool” 

 
Click on “Manual Tool” 

 
You will be brought to the 

Manual entry window. 

 

Select “Back” to return to the 

current inventory. 

 

You will see the computers 

that have been added by using 

the vbs script. 

 



Use the “Organize Computers” 

link on the right to change the 

location of multiple computers. 

 

Click on “Organize 

Computers” 

 
A list of all of your computers 

will come up on the screen.   

 

Use the Library Location 

dropdown boxes to select the 

branch that the computers are 

assigned to, this is an easy way 

to change locations when a 

computer is moved from one 

branch to another. 

 

Click the “Save” button to save 

your edits. 

 

Removing computers from 

Inventory—Notice under the 

“Organize Computers” there is 

a bullet that allows you to 

“Select Computers to Delete” 

 

Using this option will display 

all of the computers and allow 

you to delete multiple 

computers at one time. 

 

When all that are needed to be 

deleted have been selected, 

click on the “Delete Selected 

Computers” button.   

 

You will receive a warning, 

click OK if you are sure you 

want to delete the selected 

computers from inventory. 

 

 
 



Printing a new Inventory 

 

Select “Download Computer 

Inventory” to download a new 

spreadsheet of the inventory. 

 

You can manipulate the 

spreadsheet to organize by 

branch, etc. within Excel. 

 
You will receive a message.  If 

your blocking software blocks 

the download, right click on 

the “Yellow” line above the 

screen and select “Download 

File” 

 

A File download box will 

prompt you to either “Open” or 

“Save” or “Cancel” the 

download. 

 

If you choose “Open” the 

spreadsheet will open shortly. 

 

If you choose “Save” the 

spreadsheet “Save As” box will 

open so you can name the 

spreadsheet and select a “Save 

In” location to which it should 

be saved. 

 

The name assigned to the file is 

a bit cryptic, so you may want 

to change it to something 

identifying it as the computer 

inventory for your library and 

the date it was taken.  It will be 

a CSV file, and will open in 

Word.  

 

XYZ_Library_Computer 

Inventory_7_31_09.csv 

 

Click “Save” to save the file. 

 

 
 

 
 

 

 



When the Download is 

complete, you can “Open” the 

file and it will open in Word as 

a .csv file. 

 

To change it to Excel, save the 

Word document by using  File, 

Save As, change the “Save as 

Type” to .xls, rename it if 

necessary, click on “Save” 

 
 


